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STATINTL MEMORANDUM FOR: Leese 
ompensation and Tax Division/Office of Finance 


STATI 


TL FROM : Laistenmat 
C Diviston/Applicattons/OJCS 


SUBJECT : Proposed changes to tha SLSA Interim System 
REFERENCE : Attached Kemorandum FZSA 


1. With the forthcoming changes to the processing of FLSA data 
tn the Personnel System, the FLSA “interim” mini-system must be 
modified. This paper outlines the required changes that must be 
made to process the data correctly. 


Present System 


2. The present system uses the 501 Personnel Master and the 
PERCON Master as a data source for Agency employees, FLSA eligibility 
1s determined for each employee on these master files based on thrir 
occupational series code and grade and a file created in Social 
Security Number order. After matching this file against the 
Payroll Master, to obtain employee numbers for contract personnel. 

a FLSA eligibility file is created in employee number sequence 
for the pay period. 


3. The FLSA eligibility file ts matched against the previous 
pay periods file to determine changes in eligibility and a report 
produced showing the personnel that had changed. Bata is punched 
into cards for the personnel eligible and sent to EAM for further 
processing against the T&A's for the period. 
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4, The following reports are currently being produced by tha 
FLSA interim system: 


Report Number Report Deseription 

R302010C Mismatches of Date of Birth or 
Employee Number on PERCON personnel. 

R3O2030A FLSA changes - 5x8 card, sorted by 
employee name, used by PERS/CD/TRE 
only. 

R3020308 Same as 3020308 excepted sorted by 
FAN * 

R302ZT00A Invalid Occupational Series Codas. 

R3021008 No employee number or duplicates. 

R302200A FLSA elfigibftlity changes this pay 
period, 

R657700A FLSA eligibility Changes - no mateh 
on Payroll Master file. 

R657701A No FLSA eligibility - On Payroll Master, 


not on FLSA file. 


Social Securfty Number 
Employee Number 
Security File Number 
Name 

Date of Birth 
Affiliation 

Office Abbreviation 
Schedule 

Grade 

Step 


ay 
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Salary 

Funds Code 

Project Number 

FLSA Yes/No Indicator 
FLSA Effective Date 


6. The type of Employee Code, FAN and Occupation Sertes ‘ode 
wii] be dropped as data items. The Affiliation Code will replace 
the type of Employee Code and this should suffice the Office of 
Finance's requirement to identify personnel categorfes. The 
PERSIGN system does not utilize the FAN concept per se: the Funds 
Code (C or V) and the Project Number fs used instead. The FAN ts 
currently used for sorting and reporting purposes only. The Project 
Number will replace the FAN for sorting, the Funds Code (C or \V) end 
the Project Number will replace the FAN on certain reports. 
Occupational Series Code is no longer applicable to FLSA processirg 
logic. An analysis of the reports regarding the Type of Employee 
and a data replacement, and dropping of the Occupational Series 
Code is: 


R302010C Requires no change, Type Employee, FAN 
and Occupational Series not used. 

R302Z030A & 

R3020308 Both reports used by Cffice of Personnel 
only, waiting report specifications. 

R30Z21T00A Will be deleted as not needed. 

R3027100B Affiliation will replace type of 


Employee code, FAN and Occupational 
Series not used. 


R302200A Affilfation will replace Type of 
Employee code, Funds Code and Project 
Number will replace FAN. Occupational 
Serfes will be dropped. 


RE57700A Affiliation will replace the Type of 
Employee code, FAN 4s not used. 
Occupational Series will be dropped. 
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R657701A Affiliation will replace the Type of 
Employee code, FAN is retrieved fren the 
Payroll Master and will remain as 1s. 
Occupational Series not used. 


7. The Office of Personnel representatives have advised us 
that FLSA eligibility changes are subject to backdating. For any 
eligibility changes receitved by FLSA interim system that predate 
the beginning of the processing pay perfod, will be processed by 
the system as being effective during the processing pay period. 
Report R302200A (Attachment A) will be modified to flag these 
cases for Office of Finance action. 


8. The system will process the data three pay perfods behind 
as ft does now. Therefore, there will be no problem with PERSIGN 
meeting this cutoff. No changes will be made to the FLSA “retro' 
system, which actually creates the pay adjustment aetions for the 
biweekly Payroll system. 


9. Current plans for the implementation of these changes is 
August 15, 1976. 


Conclusion 


10. The impact on the Office of Finance is the replacement 
of the Type of Employee and FAN data items. Also, a procedure is 
necessary to handle the pay adjustments for those personnel who 
have backdated eligibility changes. 


Tl. Please review the proposed changas. If I can be of 


assistance, please call. 


Attachment: a/s 


bee Te 
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REHGRANUUH FOR: Director of Perscanel 


THROUGH : Diracter of Finance 
Director of Joint Computer Support 


Proposed Revised Syste for Designating Employees As 
Excuipt or Nonexempt from Overtine Provistons of 
the Fair Labor Standards Act (FLSA) i 


- SUBJECT 


on 


1. Federal Personne] Hanual (FPH) Letter $51~-7 dated July 1, 1975, 
cancelled and superseded interfu distructions contained in Attach ieat 2 
{occupational code listing) of FPA Letter 501-1 cated hey 15, 1974 and 
provided revised instructions for applying except provisions of tha Fair 
Labor Standards Act (FLSA). Briefly, previous FPN guidelines previded 
for the designations of personnel as exempt or nonexenpt from FLSA base 
en occupational codes and grades, The revised Fri instructions conteia 
criteria for detersiaing the exempt or nonexeupt status based on actual 
duties performed by enployees. 


2. by wey of background, fn Hay 1974 the Position Management and 
Conpensation Division (PiGa) Inplewented the requirencnts of the FLSA 
to dasignate exployees as oxeapt cr nonexenpt from the Act by including 
in the coaputer $OCCUP listing (which contains occupational codes and 
postition titles used by the Agency) an FLSA status designator code or 
SEO on S14 and a GS crade and helow cut-off for each position title. 
Initially, each employee's FLSA status was determined by his personal 
cecupational cade and grade level end processed automatically based on 


the SOLCUP Tisting. A card (2 coptes) was produced by the ccuputcr system 


and distributed te each eaployce, supervisor, and Official Personuel File 
to notify expleyces and supervisors of FLSA status. Awachina Visting oy 
office by eaployea was also produced for offices listing equloyes status. 
Every twa weeks thereafter, a personnal listing of all Agency empioyses 
was (and 1s) processed automatically agatast the S0CCLP Listing aud 
aopropriate FLSA designatur placed oa employee recorcs. This tafarmation 
45 thon passed on to the Office of Finance Systea waich determines, bused 
ca overtine recorded on the tise and attendance cards and actual work 
veag ave entitled to overtime pay uader FLSA, 17 
Tors froa the previews tio veak perfod, & nea 
the systen for notification to the exployce 


locations, whether ensloys 
an eaployoe's status diffe 
status card is producad by 
and suparvisor, 


3. Gecause reviscd FP dastructions no longer p 
coployees as exenpe or nyncxchpt based solely on cecupational ceues, an 
altcmutive method {5 rocufread. After considcring udber of wif forenc 
methods, we pave concluded that the wast practical and proper method will 
be to cffeet FLSA designation actions ja the samo manner as we errect 
any other personnel acticn - by use of Form 1152, Request for Persorael 
Action fur staff eiployees and Fora 3604, Request for Contract Forsonnel 
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4. The following FLSA system 4s propaseds 


a. Personnel Officers fn conjunction with offtee supervisors 
will dnfttate personnel action forms when an epToyea’s FLSA status 
changes based on duties performed. Only selected data to change an 
cuplayee’s FLSA status will be required on the forag ~ Date Prepsrad, 
Socfal Security Humber, Name, Type of Action (FLSA Exempt or FLSA 
iionexcispt), FLSA Effective Date, Organization Destynation, Posttion 
lunber, Signature of Requesting Of fictal and Date. 


b. PRC Officers will be avadlable to coaponents for advice 
and guidance regarding FLSA eriterta. 


c. Staff Personsel Givision, Gffica of Personnel will review 
FLSA designator change actions tn accordance with guidelines established. 


d. Trenssctions and Rerords franch, Control bivision, and 
Contract Personnel Division, Office of Personnel will fnput data from 
persennel actions into the PERSIGN systen via CRT on a menu formct. 
These actions will bypass the 503 personnel systea and the PERCQH systca 
currently in use. Every two weeks the Jaformation will be updated in 
accordance with PERSIGN processing dates. 


e. The Office of Finance payrol] systea will rua ageinst the 
PERSICH systea and pick up the appropriate FLSA designator frou cach 
enployee record and use it to deterwina whether he ds exempt or nonexenot. 
if the exployea's status differs froa the previous two week perfod, a now 
card will be produced by the systen. 


fF. The Staffing Conpleneat veport and othor reports as recuircd 
Wil be modified te include FLSA destunators on persainal and positions. 


vbich will be used for alt Ageacy (Staff and Contract) cuplovee actions 
iil cantata a separate section fer ELSA cesicnater and effectiva dzte. 
Transactions and Records Granch and Contract Porsannel Division, Gificea 
of Personnel will continue the Input of the deta on FLSA along with Gatut 

- OF other data on actions. With taplewsentation of PERSION IL tha nced for 
& scparate FLSA destgnation card will te eldatented as the papsounel action 
will sorve as ouployes and supervisor notification of status chanza,. 


he PUD will moaftor FLSA status changes by reviewing a resort 
pd 


uy office of changes nade on explovecs and will coatect canponeat Perse.ici 
urficers to request naw position descriptions, determina reasons for sian-s 
changas, etc. 
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§. To tmplesent the proposed syste, the following actions will ba 
vequired: 


Action Office 


Office of Personnel 


PCD 


CG/SRB 


Cb/ TRG 


area 


CFfic 


erm eee 


fds, 


Personne) Officers 


Q of Finance 


{ 


Action Required 


Determine the occupational codes and grade 

levels for positions and personnel that can 
be changed automatically, ¢.9., supergrade, 
military and clerical. 


prepara veuulatory, orientation, briefing and 
other waterfalls to Inform Personnel Officers, 
Adsinistrative Officers end supervisors of ne. 
FLSA requirexents and procedures. 


Process Foras 26), Staffing Complenunt Chaage 
Authorization to add an E ov A designater to 
positions that were not automatically updated. 


Honitor to ensure that personnel acttans are 
orocessed on a tively basis withia established 
dead] ines. 


Prepare work Craets to WCS for changes ta 
PENSIGH/ STAFFING systeit. 


Tnput data Tra Formas 1152 via CRT en a ieau 
format directly into the PERSIGH systan Tor 
staff personnel. 


Input data frou Fors 3604 via CRT on a iacnu 
format directly inta the PERSIGH syste: fer 
contrast personnel. 


reoare Foras 1132, Request for Personnel Action 
and Fors 35u4, Recuest for Contract Porsenaci 
Action te add an E or AH designator and effective 
date to exnsloyee records that were not autouat- 
ically updated. 


Gnangae procedures and write work order. 


Freeze the curreat SOCCUP listing as of a cietai: 
date without additional chances in order thet th: 
current FLSA syste will cont tinue unttt i: uise 

mentation of the presesed systex. 


Approved For Release 2002/05/07 : CIA-RDP83-01004R000100210017-3 


oo vative 


Thee OAD oe 


ie - 


i eee —_ . Administrative _ 
< Approved For Release 2002BV8F 2 Cha 9844 1004R000100210017-3 


Action office - fetion Required 
oucS (con't) . Change programs ta accept acw data ia the PEASIGH 


and STAFFING systous, design Input menus and edit 
checks, sadify the Staffing Complement and other 
reports as required, change position add ond 
position change menus and edit checks, program 
new reports és required, ete. 


Produce an occupational listing report based 
on data submitted by 0/Personnel, Based on 
daformacion oa listing, automatically add to 
miployea and position records an E or Nt cesig- 
nation and effective date. 


Produce two reports ~ ona listing personncl that 
were net updated and one listing positions that 
Wave not updated for use by PHCO and Personicl 
officers. 
Madify gayrall systea as required. 

G. It is réecownended that tha methods and procedures outlined above 

be approved and completely fmplenented by 30 April 1976. 
STATINTL 
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STATINTL: 
CONCUR: 
1 0 MAR 1976 
! "Fraction oF Finance peter oo 
STATINTL i; 
49 BAR evo 
fate 
t' ne ae , at ae daoee ore 
md a tt eet ae ae 26 dela’ 
APPROVALS. Re hn soe ee Laer emia ess 
iivector of Tarsonne , , Tote 
* provides Cats METS ation date is 30 June T5458. 
Distribution: 
0&1 -Adse (Orig Return to PHCD) 
; 1 - dJCS 
{ 1 - OF 
fF 1 - SPD/OP 
1 - CPD/GP 
1 - CD/OP 
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